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What is an Active Job Search? 


An Active Job Search program is exactly that. If there 
are jobs open that you can do, you will be asked to show 
that you are applying for them. 

How? You will get a special form from us called the 
Job Search Record. We want you to write down the 
names of everyone you contact about jobs in each two- 
week period and also make note of the employers you 
visit. We will tell you on the form what we expect you 
to do. 

If, in our opinion, you are not putting forth enough 
of an effort to search for a job in a given two-week period, 
we will ask you why. Unless you have a good reason, UI 
will stop paying you benefits. We will not resume pay- 
ment of benefits until you show that you can do an ac- 
ceptable job search. 


How do | get on the program? 


We will ask you to fill out job search forms if you are 
in an occupation with jobs available or in which open- 
ings are anticipated. Here’s how we decide. When you 
apply for UI, we look at your experience and work his- 
tory. Then we compare your skills with potential job 
Openings in your community. 

If our studies of the job market show that someone 
with your skills should be able to get work, you will be 
put on the Active Job Search program. 

If you are wondering how we decided to put you on 
the program, talk to us about it right away. Find out 
exactly how we classified your skills. 


2 The Active Job Search 


For how long? 


You could be on the Active Job Search program as long 
as jobs that you are qualified for are available or open- 
ings are anticipated. We may ask you to fill out a job 
search form every two weeks up until you find work or 
your UI benefits run out. However, we do expect people 
on the program to be able to find work quickly. If you 
are having problems, there may be something wrong with 
your methods. Talk to your employment counsellor or 
insurance agent. 


Should | keep written records? 


It really is in your own best interest to do so. The people 
you contact don’t have to sign your statements, but we 
may ask them to confirm what you said on the form. So 
keep a written record of this information to help you if 
we ask you to discuss your job hunt with us. You should 
also record all visits to your local Canada Employment 
Centre (CEC) on your form. You can count these on your 
job search form. And remember, if you are not making 
an honest effort to find work, you may lose benefits. 


Do | have to look for work during 
the waiting period? 


If we decide that your skills are in demand, we may put 
you on the Active Job Search program as soon as you 
apply for UI. If so, during your two-week waiting peri- 
od, we will ask you to fill out a job search form - even 
though you will not get any money for those two weeks. 
If you quit your job without just cause or were fired for 
misconduct, you may have to wait up to six more weeks 
before your benefits start. If so, we may ask you to fill 
out job search forms during this eight week period. 
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How do | get started? 


First, go to your nearest Canada Employment Centre 
(CEC). Some CECs in large cities are organized to serve 
only certain people that come from a specific area. Find 
out which one deals with workers from your area. If you 
are a student, you may even find a CEC on campus. In 
fact, if you are looking for a summer job, go to a CEC 
for students. 

When you get to the CEC office, go to the Job Infor- 
mation Centre. At this information centre, you can find 
out about job vacancies. Talk to a counsellor for advice 
and information on special programs or job creation 
projects. Ask for a brochure on job hunting tips and 
about our course on how to look for work. We expect 
you to find a job within a reasonable period of time. 


What is a ‘‘reasonable’’ period? 


The number of weeks you can look for the work that you 
prefer depends on the number of years of experience you 
already have in that occupation. It also depends on how 
much of a demand there is for your preferred type of 
work. So you may not be able to find a job like the one 
you had before within this ‘‘reasonable’’ period of time. 
If so, we expect you to look for another type of work 
for which you are qualified. 

In fact, if our job market studies show that there is 
a slim possibility of your finding a job in your previous 
occupation (or if you are an unskilled worker), you will 
have to look for other work right away. And if you are 
too particular about the type of work you will accept, 
you could lose benefits. After a reasonable period of time, 
you could also be expected to look for work that pays 
less than your previous job. 


4 The Active Job Search 


How do | keep in touch? 


After you have done a two-week job search, we may ask 
you to bring your form to your local CEC. We will ask 
you about your job hunt. (If you have children of other 
persons in your care, you might be asked about the ar- 
rangements you have made to allow you to seek work 
in person.) 

Be sure to go to the office on the day you are asked 
to be there. But if you cannot make it, phone or stop in 
to arrange another appointment. We do not expect you 
to be continually rushing around, but approach the bus- 
iness of finding a new job seriously and deliberately; plan 
your day around your interviews. Remember, if you are 
doing your best to find a job, you have a right to UI. 

Whether you speak English or French, you will be treat- 
ed fairly and politely at your CEC. If you speak another 
language, there may well be someone at the office who 
can speak it also. If not, please feel free to bring an in- 
terpreter with you. 

If you are asked to mail in your job search form, be 
sure to send it early enough so that it arrives by the date 
shown. Also, remember not to mail the job search form 
with your claimant’s reports. (These are the forms you 
get in the mail from us every two weeks. Send them back 
separately in the pre-addressed envelopes that come with 
them.) 


The Active Job Search 5 


What if | get a short-term job? 


If you get a short-term job, you will not have to fill out 
your job search form during that time. Put down the de- 
tails of this short-term job on the job search form and 
send it to us right away. 

If you take part-time work (e.q., half-days), you may 
not be able to look for work full-time. We do, however, 
expect you to keep on looking for work when you are 
not at work. 

You can earn up to 25 per cent of your weekly UI 
benefits and still receive your benefits in full. Your earn- 
ings over that amount are deducted dollar for dollar from 
your UI cheque. Read our brochure UJ and you - Your 
claimant’s report for more information about declaring 
earnings. Be sure to declare all your earnings - even a 
few dollars. You can be penalized or prosecuted if you 
do not. 


What if I get sick? 


If you are ill for a few days and cannot look for work, 
you can tell us at your interview or on the job search 
record. We do not expect you to look for work while you 
are sick. If you are unable to attend your interview be- 
cause you are sick, let us know as soon as possible. 


What do | do when | find a job? 


As soon as you get a full-time job, let us know. Write 
the details on your claimant’s report and send it on the 
day you would ordinarily have mailed it. You must also 
indicate that you have found work on your job search 
form. As noted above, you should send this form in its 
own pre-addressed envelope. 


6 The Active Job Search 


What if | don’t agree? 


Sometimes you will not agree with a decision we make. 
For example, we could disqualify you from benefits if 
you turn down jobs we think are suitable. When such de- 
cisions are made, you will get a notice from us. If you 
don’t agree, notify us right away and explain why. If you 
have any information that could change our decision, tell 
us at once. 

If we don’t change our decision, you have the right to 
appeal. If you appeal, there will be a hearing. Whether 
or not you attend is your decision; attendance is not man- 
datory. For more details on the appeals process, please 
read the UI brochure entitled If you don’t agree. 


Are there exceptions? 


People who receive UI maternity, parental or illness 
benefits, people on approved training courses and clai- 
mants who have been laid off for less than six weeks are 
not usually asked to take part in the Active Job Search 
program. Similarly, claimants who are bona fide mem- 
bers of a union hiring hall which has an existing agree- 
ment with the CEC may not be required to fill out job 
search forms until later in their claim. 

Even if you are not on the Active Job Search program, 
either because you are temporarily exempted or because 
the program is not in existence yet at your CEC, you are 
still expected to look for employment - full or part-time, 
permanent or temporary. Your own particular circum- 
stances will determine the type of work you seek. 

Anyone getting regular UI benefits may be asked about 
his or her job hunting efforts. All regular UI claimants 
are expected to look for work on a daily basis. However, 
claimants with the skills for positions in high demand 
must provide us with formal proof of their job hunting 
efforts by submitting their job search forms regularly. 
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What are my rights under the Privacy Act? 


Under the Privacy Act, you have the right, on written 
request, to have access to federal government records that 
contain personal information about you. If you find in- 
formation in your file that you think is incorrect, you 
have the right to request corrections. If your request is 
refused, you also have the right to have notations out- 
lining your objection(s) added to your file. 

To find out more about your rights and the uses of your 
immigration, employment or unemployment insurance 
records, consult the Personal Information Index. You can 
find a copy of this index in the reference section of pub- 
lic libraries and at some Canada Post offices. 


How can | get more information about UI? 


You may have questions we did not answer in this 
brochure. Why not go to your local CEC and ask for 
others that will? They cover everything from training and 
employment programs to UI illness benefits. Remember, 
knowing your rights is the best insurance you can have. 
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A message from the Canada Employment and 
immigration Commission 


We realize most claimants and employers are honest. 

We are equally aware, however, that a few try to take 
advantage of the Unemployment Insurance (UI) Program. 
In response, we have developed control programs to detect 
cases where claimants fail to report employment or income 
from employment while receiving benefits. We also inves- 
tigate all third party reports that someone is abusing UI. 

We conduct 1 million investigations annually and uncover 
about $135 million yearly in overpayments. Generally, the 
number of cases of human error and of abuse are about 
equal. 

We also have a voluntary disclosure policy. If a claimant 
or employer admits an abuse before an investigation is be- 
gun, no penalty or prosecution is imposed although any 
Overpayment must be paid back. 


For more information contact your Canada Employment 
Centre. 


WARNING © 
Anyone who, for any reason, receives unemployment insurance benefits 
to which he or she is not entitled will be required to repay those benefits. 
Making false or misleading statements knowingly is an offence under the — 
law. It can result in an administrative penalty or prosecution before the 
courts. 

This brochure contains general information only. When a question arises, 
the Unemployment Insurance Act and Regulations must govern. 


Produced by Public Affairs 
Employment and Immigration 
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